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INTRODUCTORY. 


This  circular  should  be  read  very  carefully  by  each  city  super¬ 
intendent,  high  school  principal  and  all  other  teachers  who  have 
any  direct  connection  with  the  High  School  Normal  Training 
Course.  It  should  then  be  filed  for  reference  and  should  be  re¬ 
ferred  to  when  questions  arise  concerning  the  regulations  governing 
the  normal  course  in  the  high  school. 

Errors  will  no  doubt  occur  even  with  the  best  of  efforts  to  avoid 
them;  but  familiarity  with  the  regulations  set  out  in  this  circular 
will  tend  to  reduce  them  to  a  minimum. 

Where  the  students  learn  after  an  examination  that  they  failed 
to  write  a  subject  that  should  have  been  written  or  that  they 
wrote  subjects  that  should  not  have  been  written,  or  where  they 
find  out  at  the  time  of  graduation  that  they  have  failed  to  comply 
with  some  of  the  requirements,  it  is  true  in  nearly  every  case  that 
the  difficulty  came  about  through  their  not  becoming  acquainted 
at  the  proper  time  ivith  the  normal  training  requirements  gov¬ 
erning  these  matters.  Often  they  have  been  misdirected  by  their 
teachers.  For  this  reason,  we  urge  that  each  normal  training  stu¬ 
dent  and  instructor,  at  the  beginning  of  the  year  become  at  once 
familiar  with  all  the  provisions  concerned  in  the  normal  training 
course. 

The  Department  has  endeavored  to  reduce  the  number  of  blanks 
and  reports  to  the  very  lowest  number  possible,  and  to  ask  for  only 
such  data  as  is  absolutely  essential.  Great  care  has  been  taken  to 
state  all  the  regulations  clearly  and  concisely  and  also  as  briefly 
as  possible. 

We  wish  'to  urge  upon  City  Superintendents  the  importance  of 
promptness  and  accuracy  in  filling  out  all  reports.  This  is  par¬ 
ticularly  important  with  regard  to  those  reports  which  have  to 
do  with  the  examinations — the  Eligibility  Report  and  the  Tran¬ 
script  of  High  School  Record.  The  Eligibility  Report  is  the  county 
superintendent's  only  means  of  knowing  what  students  are  properly 
enrolled  in  the  normal  course  and  what  particular  branches  each 
student  is  eligible  to  write.  The  Transcript  of  High  School  Record 
is  the  Department's  only  means  of  knowing  a  student’s  high  school 
grades,  the  length  of  time  subjects  have  been  pursued,  and  the 
grade  in  which  pursued. 


CLASSIFIED  SUMMARY  OF  REPORTS. 


BY  CITY  SUPERINTENDENT 

1.  At  the  opening  of  each  year,  the  city  superintendent  shall 
file  the  Enrollment  blank,  Form  K,  make  a  record  of  the  signa¬ 
tures,  and  file  the  signed  copy  of  the  Enrollment  blank  with  the 
Department  of  Public  Instruction.  See  Regulation  2,  page  6,  for 
directions. 

2.  During  the  first  week  of  each  semester,  the  city  superinten¬ 
dent  shall  fill  out  and  file  with  the  Department  of  Public  Instruc¬ 
tion  a  copy  each  of  Form  A  and  Form  I.  See  Regulations  4  and  5, 
page  10,  for  directions. 

3.  Before  each  normal  training  examination,  the  city  super¬ 
intendent  shall  file  with  the  county  superintendent  a  copy  of  the 
Eligibility  Report,  Form  F,  for  each  student  who  is  to  write  the 
examination.  See  Regulation  10,  page  11,  for  directions. 

4.  At  the  close  of  each  examination,  the  city  superintendent 
shall  fill  out  and  file  with  the  Department  of  Public  Instruction 
one  copy  of  the  Transcript  of  High  School  Record,  Form  E.  The 
February  Transcript  of  High  School  Record  shall  be  filed  not  later 
than  five  days  after  the  examination,  the  May  Transcript  not  later 
than  three  days  after  the  close  of  the  school  year.  See  Regulation 
23,  page  15,  for  directions.  See  also  back  of  Transcript  blank. 

5.  On  receipt  of  the  Report  of  the  Examination  (Grade  Sheet, 
Form  D),  from  the  Department  of  Public  Instruction,  the  city 
superintendent  shall  file  it  as  an  original  record.  He  should  also 
copy  the  Grade  Sheet  into  the  Complete  Record.  The  city  super¬ 
intendent  shall  also  deliver  to  each  student  the  individual  report 
made  out  by  the  Department  of  Public  Instruction. 

6.  At  the  close  of  each  semester  (not  later  than  five  days  there¬ 
after),  the  city  superintendent  shall  file  with  the  Department  of 
Public  Instruction  a  final  semester’s  report.  Blanks  for  this  re- 

* 

port  will  be  supplied  by  the  Department  of  Public  Instruction. 


—  o  — 


BY  STUDENT 

1.  At  the  opening  of  each  school  year,  each  student  desiring  to 
enroll  in  the  normal  course  shall  sign  the  Enrollment  blank.  See 
Regulation  2,  page  6. 

2.  At  the  time  of  the  examination  each  student  shall  fill  out  the 
Preliminary,  Form  C,  and  the  Student's  Report  of  the  Examina¬ 
tion,  Form  G,  and  leave  them  with  the  county  superintendent.  See 
Regulation  19,  page  14. 

BY  COUNTY  SUPERINTENDENT 

1.  Before  each  examination  the  county  superintendent  shall 
arrange  for  the  place  of  the  examination  and  notify  the  city  super¬ 
intendent.  See  Regulation  8,  page  11. 

2.  The  county  superintendent  shall  conduct  the  examination, 
grade  students  in  oral  reading,  pedagogy,  and  general  fitness,  and 
make  up  three  copies  of  the  Grade  Sheet,  Form  D,  which  shall  be 
sent  by  mail  to  the  Department  of  Public  Instruction  within  five 
days  after  the  close  of  the  examination.  See  Regulations  6-21-22- 
26-b,  pages  10-14-15-16. 

3.  Promptly  at  the  close  of  the  examination,  the  county  super¬ 
intendent  shall  send  the  Eligibility  Reports,  Form  F,  Preliminaries, 
Form  C,  and  all  answer  papers,  except  pedagogy,  to  the  Depart¬ 
ment  of  Public  Instruction  by  prepaid  express.  See  Regulations 
24-26-a,  page  16. 

4.  At  the  close  of  the  examination  the  county  superintendent 
shall  send  to  the  city  superintendent  the  copies  of  the  Student’s 
Report  of  the  Examination,  Form  G.  See  Regulations  25-a,  26-d, 
page  16. 

5.  Upon  receipt  of  the  Grade  Sheet,  Form  D,  from  the  Depart¬ 
ment  of  Public  Instruction,  the  county  superintendent  shall  file 
it  as  an  original  record  of  the  examination  and  he  should  also  copy 
it  into  a  Complete  Record.  See  Regulation  26,  page  16. 

6.  The  county  superintendent  shall  receive  all  normal  training 
certificates,  record  the  same,  and  deliver  them  to  the  candidates. 
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REGULATIONS 

PRIVATE  AND  DENOMINATIONAL  SCHOOLS 

1.  According  to  Section  3  of  the  High  School  Normal  Training 
Law,  private  and  denominational  schools;  in  order  to  be  eligible  to 
the  provisions  of  the  act,  will  be  required  to  comply  with  all  regu¬ 
lations  as  to  teaching  force,  equipment,  inspection,  etc.,  that  apply 
to  the  public  high  school,  and  they  must  be  doing  work  that  is 
equivalent  to  that  done  in  the  regular  four-year  high  scohol  fully 
approved  by  the  Department  of  Public  Instruction. 

ENROLLMENT 

2.  Only  students  who  have  completed  the  tenth  grade  are 
eligible  to  enroll  as  members  of  the  high  school  normal  training 
course.  Students  desiring  to  enroll  are  required  to  sign  an  en¬ 
rollment  blank  as  follows:  “We,  the  undersigned,  hereby  enroll 
in  the  normal  training  course  to  prepare  ourselves  for  teaching. 
We  pledge  ourselves  to  remain  in  the  course  and  to  pursue  the 
same  the  required  time  unless  prevented  by  illness  or  excused  by 
the  Superintendent  of  Public  Instruction.”  Before  a  student  is 
permitted  to  sign  the  above  statement  the  purpose  of  the  course 
and  the  work  required  should  be  fully  explained.  Attention  should 
be  called  to  the  fact  that  after  July  1,  1915,  no  one  may  receive  a 
certificate  to  teach  without  she  has  had  at  least  twelve  weeks  of 
normal  training.  Students  who  graduate  from  the  high  school 
normal  training  course  will  have  met  this  normal  training  require¬ 
ment. 

Only  those  students  who  have  signed  the  enrollment  blank  and 
have  pursued  the  course  according  to  the  regulations  may  be  counted 
as  a  part  of  the  class  of  ten  that  is  required  in  order  to  receive 
the  aid  granted  by  the  state. 

At  the  opening  of  each  year,  the  city  superintendent  shall  file 
the  Enrollment  Blank,  Form  K,  make  a  record  of  the  signatures, 
and  file  the  signed  copy  of  the  Enrollment  blank  with  the  Depart¬ 
ment  of  Public  Instruction.  Blanks  for  this  report  will  be  sup¬ 
plied  by  the  Department  of  Public  Instruction.  The  report  should 
be  made  not  later  than  the  first  week  of  school. 
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REQUIREMENTS  FOR  CERTIFICATE 

3.  In  order  to  receive  the  high  school  normal  training  certifi¬ 
cate  a  student  must  be  at  least  eighteen  years  of  age  and  meet  the 
requirements  set  out  in  I,  II  and  III  given  below. 


BRANCHES  TO  BE  PURSUED 

I.  A  student  must  pursue  during  the  high  school  course  the  fol¬ 
lowing  subjects  the  amount  of  time  set  opposite  each.  Unless  other¬ 
wise  specified,  the  place  a  subject  is  to  be  offered  in  the  high  school 
course  is  left  to  the  discretiomof  the  superintendent.  Four  recita¬ 
tions  per  day  is  supposed  to  be  full  work  for  a  high  school  student 
and  no  normal  training  pupil  will  be  allowed  to  carry  more  with¬ 
out  special  permission  from  the  superintendent  and  the  approval  of 
the  Department  of  Public  Instruction. 


Pedagogy  . 

Reading  . 

Arithmetic . 

Geography  or  Physiology 

Grammar . 

U.  S.  History . 

Civics  . 

Economics  . 

Physics . 

Algebra  . 

Agriculture  . 

**Home  Economics . 


semesters* **  m  11th  or  12th  g 


1  semester  in  11th  or  12th  grade 
1  semester  in  11th  or  12th  grade 
1  semester 

1  semester  in  11th  or  12th  grade 
1  semester  in  11th  or  12th  grade 
1  semester 

1  semester 

2  semesters 

3  semesters 
1  semester 
1  semester 


Total 


16  semesters 


EXAMINATIONS  REQUIRED 

II.  The  normal  training  examiantion  must  be  written  in  the 
subjects  listed  below  and  an  average  of  at  least  80  per  cent  with  no 
branch  below  75  per  cent  secured,  but  a  student’s  grade  in  a  given 
subject  shall  be  based  one-half  upon  his  written  examination  in  that 
subject  and  one-half  on  his  high  school  record  in  that  subject,  pro¬ 
vided  that  no  high  school  record  shall  be  counted  in  a  subject  that 
the  student  has  not  regularly  pursued  in  class  in  the  high  school  at 
least  one  semester. 

*A  semester’s  work  means  five  periods  a  week  for  eighteen  weeks,  a 
lesson  period  being  at  least  forty  minutes  in  the  clear. 

**Boys  who  enroll  in  the  high  school  normal  training  course  are  per¬ 
mitted  to  substitute  a  semester’s  work  in  manual  training  or  an  additional 
semester’s  work  in  agriculture  in  lieu  of  the  semester’s  work  in  home 
economics. 


—  8  — 


EXAMINATION  BRANCHES 


1. 

Pedagogy 

9. 

Music 

2. 

Reading 

10. 

Physiology 

3. 

Orthography 

11. 

Civics 

4. 

Writing 

12. 

Economics 

5. 

Arithmetic 

13. 

Physics 

6. 

Geography 

14. 

Algebra 

m 

1  • 

Grammar 

15. 

Agriculture 

8. 

U.  S.  History 

16. 

Home  Economics* 

READING 

Note  1.  The  examination  grade  in  rehding  will  be  based  one-half  on 
the  written  examination  in  the  subject  and  one-half  on  the  oral  reading 
done  by  the  candidate  before  the  conductor  of  the  examination.  This 
examination  grade  will  be  averaged  with  the  high  school  grade  as  pro¬ 
vided  in  (II). 

WRITING 

Note  2.  The  examination  grade  in  writing  will  be  based  one-half  on 
the  written  answers  to  the  questions  in  the  subject  and  one-half  on  the 
penmanship  shown  in  the  manuscript  in  writing. 

WHEN  A  SUBJECT  MAY  BE  WRITTEN 

Note  3.  The  examination  in  a  subject  that  a  student  is  required  to' 
pursue  in  the  high  school  can  be  written  only  after  the  subject  has  been 
pursued  the  required  amount  of  time  and  in  the  grade  required;  but  no 
examination  may  be  written  by  a  student  before  he  has  enrolled  in  the 
normal  course,  as  provided  for  in  Regulation  2. 

NORMAL  GRADES  NOT  TRANSFERABLE 

Note  4.  Grades  earned  in  a  high  school  normal  training  examination 
cannot  be  transferred  or  credited  to  the  regular  uniform  county  teachers’ 
examination. 

GRADING  PAPERS 

Note  5.  All  answer  papers,  except  pedagogy,  shall  be  sent  to  the 
Superintendent  of  Public  Instruction,  and  shall  be  graded  under  the 
direction  of  the  Board  of  Examiners,  the  pedagogy  papers  being  graded 
by  the  County  Superintendent.  All  answer  papers  and  blanks  must  be 
written  in  ink. 

FAULTY  ENGLISH  AND  INCORRECT  SPELLING  OR  PUNCTUATION 

Note  6.  The  grade  in  the  subject  matter  of  any  written  examination 
will  be  reduced  for  faulty  English  and  incorrect  spelling  or  punctuation. 


*When  manual  training  or  an  additional  semester’s  work  in  agricul¬ 
ture  is  substituted  for  the  home  economics,  the  examination  will  be 
written  in  the  work  substituted  rather  than  in  home  economics. 
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GRADUATION  FROM  HIGH  SCHOOL 

III.  In  addition  to  pursuing  the  branches  listed  in  (I),  and 
writing  the  examination  in  the  branches  listed  in  (II),  a  student 
in  order  to  receive  the  high  school  normal  training  certificate  must 
graduate  from  the  high  school  in  which  enrolled. 
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SEMESTER  REPORT  OF  TEACHERS 

4.  The  Semester  Report  of  Teachers,  Form  I,  shall  be  filled  out 
by  the  City  Superintendent  and  mailed  to  the  Department  of 
Public  Instruction  during  the  first  week  of  each  semester.  Blanks 
for  this  report  will  be  supplied  by  the  Department  of  Public  In¬ 
struction.  Full  directions  for  making  out  the  Semester  Report  of 
Teachers,  Form  I,  will  be  found  on  the  back  of  the  blank.  Care 
should  he  taken  to  give  all  data  called  for  in  this  report. 

PRELIMINARY  SEMESTER  REPORT 

5.  The  Preliminary  Semester  Report,  Form  A,  shall  be  made 
out  and  filed  with  the  Department  of  Public  Instruction  during  the 
first  week  of  each  semester.  Blanks  for  the  Preliminary  Semester 
Report,  Form  A,  will  be  supplied  by  the  Department  of  Public 
Instruction.  Full  directions  for  filling  out  this  report  will  be 
found  on  the  back  of  the  blank.  Care  should  he  taken  to  give  all 
data  called  for  in  this  report.  The  names  of  only  such  students  as 
are  actually  enrolled*  in  the  normal  course  should  be  given. 

EXAMINATIONS 

CONDUCTOR 

6.  The  high  school  normal  training  examination  shall  be  con¬ 
ducted  by  the  county  superintendent.  Where  two  or  more  normal 
training  high  schools  are  located  in  the  same  coiipty,  the  county 
superintendent  shall  arrange  in  advance  for  some  person  or  persons 
to  conduct  such  examinations  as  he  is  unable  to  conduct  personally ; 
but  no  person  connected  with  the  school  in  which  the  normal  course 
is  located  shall  be  conductor  of  the  examination  in  that  school. 

DATE 

7.  The  high  school  normal  training  examination  shall  be  held 
on  the  following  dates: 

(1)  The  first  Friday  in  February  and  the  Wednesday  and 
Thursday  immediately  preceding. 

(2)  The  second  Friday  in  May  and  the  Wednesday  and  Thurs¬ 
day  immediately  preceding. 


—  11- 


PLACE 

8.  It  is  recommended  that  the  examination  be  held  in  the  town 
where  the  normal  training  high  school  is  located. 

FEES  AND  TRIALS 

9.  The  fee  for  one  trial  in  each  of  the  branches  in  which  an 
examination  is  required  for  the  high  school  normal  training  cer¬ 
tificate  shall  be  one  dollar.  A  student  failing  in  the  examination 
in  one  or  more  branches  may  secure  the  right  to  a  second  trial 
in  any  or  all  of  the  examination  branches  by  the  payment  of  an 
additional  fee  of  one  dollar.  The  fee  for  each  subsequent  trial 
shall  be  one  dollar;  but  a  third  trial  will  not  be  permitted  in  any 
subject  until  the  student  has  again  taken  the  subject  in  class  at 
least  one  semester.  A  student  on  writing  a  second  trial  in  any 
subject  or  subjects  will  in  each  case  be  given  the  best  mark  made 
in  the  two  trials. 

ADMISSION  TO  THE  EXAMINATION. 

ELIGIBILITY  REPORT 

10.  Before  the  examination  the  City  Superintendent  shall  fill 
out  a  copy  of  the  Eligibility  Report,  Form  F,  for  each  student 
who  is  to  write  the  examination.  Blanks  for  this  purpose  will 
be  supplied  by  the  Department  of  Public  Instruction. 

This  is  an  important  blank;  for  it  furnishes  the  County  Super¬ 
intendent  with  his  only  means  of  knowing  what  students  are  prop¬ 
erly  enrolled  in  the  normal  course  and  what  particular  branches 
each  student  is  eligible  to  write. 

No  credit  will  be  given  for  an  examination  in  a  subject  unless 
the  Eligibility  Report  shows  that  the  student  was  entitled  to  write 
the  subject. 

In  order  to  determine  what  particular  branch  or  branches  each 
individual  student  is  eligible  to  write,  the  City  Superintendent 
should  read  carefully  Section  (I),  under  Regulation  3,  and  Note 
3  under  (II),  before  filling  out  the  blank. 

ASSIGN  NUMBERS 

11.  The  numbers  used  in  the  normal  training  examination  have 
no  connection  whatever  with  the  numbers  used  in  the  regular  teach¬ 
ers'  examination,  and  the  series  should  be  entirely  separate. 
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A  student  on  entering  the  normal  training  examination  for  the 
first  time  will  be  assigned  a  number  by  the  county  superintendent 
and  the  student  will  hold  this  same  number  at  all  subsequent  ex¬ 
aminations,  unless  he  should  change  to  another  county,  when  a  new 
number  should  be  assigned. 

Where  more  than  one  examination  is  held  in  a  county  at  the 
same  time,  the  numbers  used  in  each  place  should  be  distinguished 
as  follows: 

First  place,  1,  2,  3, . . ; 

Second  place,  1-a,  2-a,  3-a, . ; 

Third  place,  1-b,  2-b,  3-b,  . 1 . etc.,  according 

to  the  number  of  examinations  held  in  the  county  at  the  same 
time;  but  the  same  system  should  be  used  at  each  subsequent  ex¬ 
amination. 

In  the  first  examination  in  a  county  the  numbering  should  begin 
with  1. 

PRELIMINARY 

•  •  •'  -  I 

12.  The  Preliminary  blank  (Form  C),  is  to  be  filled  out  by  the 
student  the  first  thing  on  entering  the  examination.  The  County 
Superintendent  should  give  students  whatever  assistance  is  neces¬ 
sary,  in  filling  out  the  Preliminary  in  order  that  it  may  be  fully 
and  accurately  made  out.  The  County  Superintendent  should  ex¬ 
amine  each  Preliminary  carefully  before  sending  it  to  the  Depart¬ 
ment  of  Public  Instruction  in  order  to  know  that  the  blank  is  cor¬ 
rectly  made  out,  especially  as  to  the  examination  number,  the  date 
the  examination  fee  was  paid,  and  also,  in  case  additional  trials 
are  written,  the  date  on  which  the  extra  fee  for  each  trial  was  paid. 

The  County  Superintendent  should  also  be  sure  to  sign  the  Pre¬ 
liminary  blank. 

SEATING  OF  APPLICANTS 

13.  Each  applicant  should  be  as  far  removed  as  practicable  from 
other  applicants,  should  not  have  in  his  possession  any  books,  notes 
or  papers,  except  the  paper  distributed  by  order  of  the  conductor, 
and  SHOULD  NOT  LEAVE  HIS  SEAT  until  the  examination  on 
a  subject  is  completed  and  the  answer  papers  are  passed  to  the 
conductor. 
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NO  COMMUNICATION. 

14.  An  applicant  who  seeks  either  to  receive  or  to  give  aid  by 
any  form  of  communication,  shall  be  dismissed  by  the  conductor, 
and  his  papers  shall  not  be  forwarded  to  the  Department  of  Public 
Instruction.  The  County  Superintendent  shall,  in  his  returns  to 
the  State  Superintendent,  report  all  such  cases  and  the  action  taken 
by  him  in  each  case. 


NO  EXPLANATION 

15.  The  conductor  shall  make  no  explanation  of  or  comment 
upon  the  questions  or  their  meaning. 

WORK  MUST  BE  IN  FULL 

16.  In  mathematics  no  credit  will  be  given  for  mere  results.  All 
operations  must  be  fully  indicated  by  signs  or  by  written  analysis. 

DEFINITE  ANSWERS 

17.  Answers  should  be  definite  and  concise.  The  applicant 
should  write  no  statement  of  fact  not  called  for  by  the  question. 

DAILY  PROGRAM 

18.  Each  half  day  shall  be  a  unit.  The  examination  in  any 
subject  may  not  be  written  at  any  other  time  than  the  half  day 
in  which  it  appears  on  the  program. 

With  the  consent  of  the  County  Superintendent  an  applicant 
may  apportion  the  time  among  the  subjects  scheduled  for  that 
half-day  session,  but  applicants  who  write  but  a  part  of  the  sub¬ 
jects  scheduled  for  a  half  day,  must  present  themselves  at  the  hour 
such  subject  or  subjects  are  appointed  in  the  program. 

WEDNESDAY  A.  M. 

8:00  to  8:30,  Preliminary 
8:30  to  10:15,  Pedagogy 
10:15  to  11:10  Orthography 

11:00  to  12:00,  Written  Reading — Oral  Reading  (or  at  the  convenience 
of  the  conductor). 

WEDNESDAY  P.  M. 

1:15  to  3:00,  Geography 
3:00  to  5:00,  U.  S.  History 
5:00  to  6:00,  Home  Economics 
5:00  to  6:00,  Manual  Training 
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8:00 

8:10 

10:10 


1:00 

2:00 

4:00 


8:00 

8:10 

10:15 

1:00 

2:45 

5:00 


THURSDAY  A.  M. 
to  8:10,  Preliminary 
to  101: 10,  Arithmetic 
to  12:00,  Physiology 

THURSDAY  P.  M. 

to  2:00,  Music 

to  4:00,  English  Grammar 

to  5:00',  Writing 

FRIDAY  A.  M. 

to  8 : 10,  Preliminary 
to  10:15,  Elementary  Algebra 
to  12:00,  Elementary  Economics 

FRIDAY  P.  M. 
to  2:45,  Elementary  Civics 
to  5:00,  Elements  of  Physics 
to  6 : 00,  Agriculture 

STUDENT’S  REPORT  OF  EXAMINATION 


\ 


19.  During1  the  examination  each  student  shall  keep  a  record 
of  the  examinations  actually  written  and  this  record  shall  be  made 
out  on  the  Student’s  Report  of  the  Examination,  Form  G,  to  be 
supplied  by  the  County  Superintendent.  The  student  shall  leave 
this  blank  with  the  County  Superintendent  at  the  close  of  the 
examination. 

At  the  close  of  the  examination  the  County  Superintendent  shall 
file  the  Student’s  Report  of  Examination  blanks  with  the  City 
Superintendent  who,  from  these  reports,  will  know  what  branches 
each  student  actually  wrote,  the  examination  number  used  by  each 
student,  and  certain  other  information  that  is  necessary  for  the 
City  Superintendent  to  have,  if  he  is  to  fill  out  the  Transcript  of 
High  School  Record  correctly. 


ANSWER  PAPERS. 

S' 

20.  All  answer  papers  are  to  be  written  in  ink.  Each  sheet 
must  bear  the  name  of  the  County,  the  name  of  the  High  School 
(Town),  the  subject,  the  date,  and  the  student’s  examination  num¬ 
ber,  but  not  the  student’s  name. 

PEDAGOGY  AND  ORAL  READING 

21.  The  County  Superintendent  is  to  grade  the  papers  in  ped¬ 
agogy  and  also  assign  a  grade  in  oral  reading  after  hearing  the 
candidate  read. 
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All  grades  are  to  be  on  the  scale  of  100. 

The  County  Superintendent  should  grade  the  pedagogy  papers 
promptly  in  order  that  the  Grade  Sheet  may  be  filled  out  and 
sent  to  the  Department  of  Public  Instruction  without  delay. 

GRADE  SHEET 

22.  Three  copies  of  the  Grade  Sheet  (Form  D),  are  to  be 
filled  out  by  the  County  Superintendent  at  the  close  of  each  High 
School  Normal  Training  examination  and  all  three  copies  mailed 
to  the  Department  of  Public  Instruction  within  five  days  after  the 
close  of  the  examination.  Directions  for  filling  out  the  Grade 
Sheet  are  found  on  the  back  of  the  blank.  These  directions  should 
be  carefully  read  before  the  blank  is  filled  out. 

Too  much  stress  cannot  be  placed  upon  the  importance  of  making 
up  a  complete  Grade  Sheet,  as  this  will  hasten  returns  and  pre¬ 
vent  many  errors.  No  grades  should  be  omitted  where  it  is  possible 
to  secure  the  same  before  the  Grade  Sheets  are  filed. 

The  law  specifically  provides  that  the  County  Superintendent 
should  have  sufficient  assistance  at  the  time  of  an  examination  to 
enable  him  to  conduct  the  examination  properly  and  prepare  all 
papers  to  be  sent  to  Des  Moines  promptly. 

TRANSCRIPT  OF  HIGH  SCHOOL  RECORD 

23.  At  the  close  of  each  examination  the  City  Superintendent 
shall  fill  out  and  file  with  the  Department  of  Public  Instruction 
one  copy  of  the  Transcript  of  High  School  Record,  Form  E.  The 
February  Transcript  shall  be  filed  not  later  than  five  days  after 
the  close  of  the  examination,  the  May  Transcript,  not  later  than 
three  days  after  the  close  of  the  school  year. 

Full  directions  for  filling  out  the  Transcript  are  found  on  the 
back  of  the  blank;  but  special  attention  is  called  to  the  following 
points : 

1.  The  report  must  be  filed  on  time. 

2.  The  high  school  grade  should  be  given  in  only  such  branches 
as  are  actually  written  by  the  student ;  but  the  high  school  grade, 
the  year  in  which  pursued,  and  the  time  pursued  must  be  given  for 
each  subject  written,  except  music,  penmanship  and  orthography. 

Note  1.  Credit  for  the  high  school  grade  in  music,  orthography 
and  penmanship  will  be  accepted  only  in  case  these  subjects  have 
been  regularly  taken  in  class. 
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3.  Give  the  date  of  graduation  of  the  students  who  have  grad¬ 
uated.  A  certificate  cannot  be  issued  to  a  student  before  he  grad¬ 
uates  from  the  high  school. 

4.  Sign  the  report  and  send  it  to  the  Department  of  Public 
Instruction. 


24.  Examination  Materials  to  be  sent  to  the  Department 
of  Public  Instruction: 

By  County  Superintendent: 


(a) 

(b) 


Answer  papers,  except  Pedagogy 
-  Eligibility  Report,  Form  F 
Preliminaries,  Form  C 
Grade  Sheet,  Form  D.  By  mail 


*  By  express 


By  City  Superintendent : 

(c)  Transcript  of  High  School  Record,  Form  E 
See  Regulation  22. 


25.  Examination  Material  to  be  sent  the  City  Superin¬ 
tendent  by  the  County  Superintendent: 

(a)  Student’s  Report  of  the  Examination,  Form  G 

26.  Directions  for  Forwarding  Returns: 

(a)  Answer  papers,  Preliminaries  and  Eligibility  Reports. 

Immediately  after  the  close  of  the  examination,  the  Preliminary 
blanks,  Eligibility  Reports,  and  the  answer  papers  in  each  subject, 
except  pedagogy,  should  be  arranged  in  consecutive  order  accord¬ 
ing  to  examination  number  and  sealed  separately  in  heavy  en¬ 
velopes  prepared  for  that  purpose.  Each  envelope  should  bear  the 
name  of  the  county,  the  subject,  and  the  number  of  answer  papers, 
Preliminaries  or  Eligibility  Reports  it  contains,  and  should  then 
be  forwarded  to  the  Superintendent  of  Public  Instruction  by  pre¬ 
paid  express. 

(b)  Grade  Sheets. 

After  Grade  Sheets  have  been  filled  out  as  required  on  the  back 
of  the  sheet,  the  County  Superintendent  shall  forward  all  three 
copies  to  the  Superintendent  of  Public  Instruction  by  mail  at  the 
very  earliest  possible  opportunity  after  the  close  of  the  examination. 
Promptness  and  accuracy  in  filling  out  the  Grade  Sheets  will  greatly 
facilitate  an  early  report  on  the  examination. 

(c)  Transcript  of  High  School  Record.  See  Regulation  22. 

(d)  Student’s  Report  of  the  Examination. 

Promptly  upon  the  close  of  the  examination  the  County  Super¬ 
intendent  should  collect  the  Student’s  Report  of  the  Examination, 
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Form  G,  and  arrange  them  in  consecutive  order  according  to  ex¬ 
amination  number  and  send  them  to  the  City  Superintendent  of  the 
High  School  in  which  the  pupils  were  enrolled.  This  is  very  im¬ 
portant  as  it  furnishes  the  City  Superintendent  with  the  informa¬ 
tion  he  will  need  in  filling  out  the  Transcript  of  High  School 
Record. 

27.  Complete  Record. 

The  County  Superintendent  and  the  City  Superintendent  should 
both  preserve  the  copy  of  the  Grade  Sheet,  Form  D,  that  is  re¬ 
turned  to  them  by  the  Department  of  Public  Instruction  after  each 
examination,  and  it  is  very  important  that  each,  in  addition,  keep 
a  complete  and  permanent  record  of  each  of  the  High  School 
Normal  Training  Examinations.  Since  the  subjects  in  which  an  ex¬ 
amination  is  required  may  not  all  be  written  at  one  examination, 
some  convenient  system  should  be  devised  whereby  the  records  in 
each  examination  may  all  be  assembled  in  one  place  in  a  permanent 
form. 

The  Department  of  Public  Instruction  has  prepared  a  ruling  for 
a  complete  record  which,  in  addition  to  providing  for  the  details 
of  identification,  classification,  examination  and  high  school  grades, 
will  also  show  at  a  glance,  the  date  of  each  examination  written 
by  each  student,  the  branch  or  branches  (by  number)  written  at 
each  examination,  the  date  of  the  payment  of  the  fee  for  each  trial, 
the  particular  branches  in  which  a  first  trial  has  been  written,  and 
also  the  branches  in  which  a  second  trial  has  been  taken.  Since  a 
third  trial  cannot  be  written  in  a  subject  until  that  subject  has 
been  taken  again  in  class  as  required  at  first,  it  is  not  likely  that 
there  will  be  many  third  trials,  yet  the  ruling  provides  for  record¬ 
ing  the  branches  in  which  a  third  trial  has  been  written. 

Where  not  more  than  one  trial  has  been  written  in  each  subject, 
the  examination  grades  earned  at  each  examination  will  all  be 
recorded  on  the  first  line.  Where  a  second  trial  is  taken  in  any 
branch  or  branches,  the  grades  earned  in  these  branches  will  be 
entered  on  the  second  line ;  and  the  date  of  the  payment  of  the 
extra  fee  for  the  second  trial,  will  also  be  recorded  on  the  second 
line. 

Each  examination  branch  is  numbered  to  correspond  to  the  order 
in  which  it  appears  on  all  certificates  and  blanks  and  these  num¬ 
bers  should  be  made  use  of  in  a  column  provided  for  that  pur¬ 
pose,  to  show  the  particular  branch  or  branches  that  were  written 
at  each  examination.  It  will  be  necessary  to  write  the  numbers  rep- 
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resenting  the  examination  branches  very  small,  particularly  where 
a  student  writes  more  than  three  or  four  subjects  at  one  examina¬ 
tion;  but  it  is  very  important  that  this  particular  record  be  kept 
accurately,  for  it  may  be  necessary  at  some  future  time  to  refer 
to  the  original  Grade  Sheet  for  information  concerning  some  par¬ 
ticular  branch  written  at  some  previous  examination,  and  it  would 
be  convenient  to  know  the  date  of  the  examination  at  which  the 
subject  was  written. 

Where  more  than  one  Normal  Training  High  School  is  located 
in  a  county,  the  County  Superintendent  will  find  it  convenient 
to  keep  a  complete  record  for  each  high  school  instead  of  com¬ 
bining  them  into  one  record.  This  is  especially  true  where  he 
does  not  hold  the  examinations  at  one  place.  Separate  records  for 
each  high  school  would  make  it  possible,  under  such  circumstances, 
to  have  proper  records  present  at  each  place  for  reference  at  the 
time  of  the  examination. 

AID 

28.  The  aid  granted  to  each  normal  training  high  school  is 
$750.00  annually,  to  be  paid  in  two  equal  installments  at  the  close 
of  each  semester,  provided  a  class  of  ten  or  more  has  been  organ¬ 
ized,  maintained  and  instructed  during  that  semester  in  accordance 
with  the  law  and  the  regulations  of  the  Department  of  Public  In¬ 
struction. 

Failure  to  file  reports  required  or  persistent  delay  or  neglect 
to  give  data  called  for,  will  be  considered  sufficient  cause  by  the 
Department  of  Public  Instruction  for  refusing  to  issue  a  requisi¬ 
tion  upon  the  Auditor  of  State  for  the  aid  granted  by  the  state. 

QUALIFICATIONS  OF  TEACHERS 

29.  It  is  impossible  to  lay  down  a  rule  that  will  be  an  infallible 
guide  in  the  selection  of  teachers.  So  much  depends  upon  a  teach¬ 
er’s  professional  spirit,  personality,  experience,  devotion  to  the 
work,  and  interest  in  pupils,  that  to  select  a  teacher  on  scholar¬ 
ship  or  school  training  alone  would  be  a  mistake.  But  it  is  neces¬ 
sary  to  establish  some  standard  of  scholarship  and  school  training 
that  all  high  school  teachers  should  meet;  for  other  things  being 
equal,  the  one  who  has  the  most  thorough  scholarship  and  careful 
school  training  will  make  the  most  successful  teacher. 

The  Department  of  Public  Instruction  believes  that  the  follow¬ 
ing  requirements  governing  the  qualifications  of  teachers  employed 
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in  the  normal  training  high  schools  will  tend  to  insure  well  trained 
teachers  and  thereby  promote  efficiency. 

The  regular  teachers  of  the  high  school  shall  be  graduates  of 
standard  colleges. 

The  domestic  science  teacher  shall  be  a  graduate  of  a  standard 
domestic  science  school  or  its  equivalent,  but  if  the  domestic  sci¬ 
ence  teacher  is  called  upon  to  teach  other  high  school  subjects  she 
shall  possess,  in  addition  the  qualifications  required  of  regular 
high  school  teachers. 

The  agriculture  teacher  should  be  one  who,  in  addition  to  his 
general  preparation  for  high  school  work — preferably  science  work, 
has  had  some  special  training  in  agriculture.  For  the  present 
the  special  preparation  must  be  at  least  a  six  weeks’  summer  course, 
or  its  equivalent.  The  Department  will,  as  the  supply  seems  to 
warrant,  raise  the  qualifications  required  of  the  teacher  of  agri¬ 
culture.  Boards  should  make  every  effort  possible  to  secure  a 
teacher  of  agriculture  whose  special  preparation  is  much  in  excess 
of  that  which  the  Department  of  Public  Instruction,  on  account  of 
the  very  limited  supply  of  teachers  of  agriculture,  feels  justified 
in  fixing  at  the  present  time  as  an  absolute  requirement  for  all 
schools.  To  place  in  the  high  school  an  expert  in  agriculture  would 
not  only  guarantee  efficient  work  in  the  subject  in  the  high  school 
butit  would  also  be  the  means  of  materially  increasing  the  returns 
from  agriculture  in  the  surrounding  country,  and  also  be  the  means 
of  bringing  the  school  into  closer  touch  with  the  business  activities 
of  the  community.  The  Department  of  Public  Instruction  shall 
urge  upon  the  higher  institutions  the  great  need  there  is  for  trained 
teachers  of  agriculture  with  the  hope  that  in  the  future  the  supply 
will  be  much  in  excess  of  what  it  is  at  the  present  time. 

PROVISIONAL  CERTIFICATES 

30.  Students  at  least  eighteen  years  of  age  who  have  met  all  tfte 
requirements  for  the  regular  normal  training  certificate  except  the 
average  of  80%  with  no  branch  below  75%,  will,  on  the  request  of 
the  county  superintendent,  be  issued  a  provisional  certificate  pro¬ 
vided  they  have  an  average  of  at  least  80%  with  no  branch  below 
60%.  But  not  more  than  one  such  provisional  certificate  will  be 
issued  to  any  one  person.  Students  to  whom  provisional  certificates 
have  been  issued  will  be  given  an  opportunity  at  any  regular  normal 
training  examination  during  the  life  of  the  provisional  certificate 
to  write  the  examination  in  the  subjects  in  which  they  have  failed. 
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RAISING  GRADES  ON  A  NORMAL  TRAINING 

CERTIFICATE. 

31.  Any  one  holding  a  regular  high  school  normal  training  cer¬ 
tificate  in  full  force  will  be  given  an  opportunity  at  any  regular 
normal  training  examination  to  write  any  subject  or  subjects  de¬ 
sired,  for  the  purpose  of  raising  the  average  on  the  certificate ;  but 
an  examination  fee  of  one  dollar  ($1.00)  shall  be  paid  at  each  ex¬ 
amination.  The  grades  in  such  examinations  will  not  be  averaged 
with  former  high  school  grades  in  the  subjects  written;  but  such 
candidates  in  their  efforts  to.  raise  the  average  on  their  certificates 
shall  be  entitled  to  the  examination  grade  only. 

Teachers  holding  high  school  normal  training  certificates  who 
desire  to  attempt  to  raise  the  grades  in  one  or  more  subjects  on 
such  certificates  should  notify  the  county  superintendent  at  least 
ten  days  before  the  normal  training  examination  at  which  they 
desire  to  write.  Such  candidates  will  be  admitted  to  the  normal 
training  examination  without  the  Eligibility  Report,  Form  F,  from 
the  city  superintendent. 

A  Special  Preliminary,  Form  L,  has  been  prepared  for  such  can¬ 
didates  and  this  preliminary  should  be  filled  out  instead  of  the 
regular  preliminary,  Form  C.  The  names  of  such  candidates 
should  be  entered  on  the  Grade  Sheet,  Form  D,  the  same  as  other 
candidates  in  the  examination. 

Since  former  high  school  grades  earned  by  such  candidates  will 
not  be  averaged  with  grades  earned  in  an  examination  after  the 
certificate  has  been  issued,  these  candidates  will  not  be  entered  on 
the  Transcript,  Form  E,  by  the  city  superintendent. 

The  fee  of  one  dollar  shall  be  collected  from  each  such  candidate 
at  each  normal  training  examination  written.  The  purpose  of  this 
regulation  is  to  give  a  holder  of  the  high  school  normal  training 
certificate  the  same  opportunity  for  raising  the  grades  on  his  cer¬ 
tificate  after  its  issue  that  a  candidate  holding  the  uniform 
county  certificate  has  for  raising  the  grades  on  the  uniform  county 
certificate. 


